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This planner is intended to inform students of important information dates and events. At 
the time of printing, some events and dates were not available. Some information is 
subject to change. 
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Message from the President 


Times are changing. The world is a much different 


Celebrating 40 Years place than it was forty years ago when Roanoke- 
cam Chowan Technical Institute emerged on the scene. 
of Exce ff ler ive Life and society as we know it is more complex. 


Jobs that once requited a minimal amount of educa- 
tion and tlaining have long since vanished. The 
ability to eam a living wage without a high school or 
college degree does not exist anymore. 


Even in mural communities like the ones R-CCC 
serves have become complex systems that need a 
diverse and well-educated and trained workforce to 
thrive. Even though the world has changed in the last 
forty years, one thing remains the same. The 
constant is Roanoke-Chowan Community College is 
still dedicated to helping its students and community 
move to the next level when it comes to training and 
education. 





Linvite you to look at what R-CCC has to offer. If 
you want to pursue a degree that will lead you to a 
four-year college or university R-CCC is the nght 
place for you. If you are interested in short-term 
traming that may lead you to highly skilled employ- 
ment in a short period of time, R-CCC is for you. If 
you are merely interested in leaming something new 
for the sake of learning, R-CCC is the place for you. 


Through a variety of teaching strategies, Roanoke- 
Chowan Community College faculty and staff are 
able to assist you in acquiring the peneral and 
specific skills essential for success in work, career 


Ralph G. Soney 
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PEOPLE YOU SHOULD KNOW 
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STUDENT SERVICES STAFF (Located in the New Student Center —- NSC) 


Student Services upholds the mission and goals of the College by providing support services 

that will enable area students to enroll in appropriate academic programs. Student Services 

is committed to providing support services in the areas of admissions; testing and assessment; 
personal/career counseling; academic advising; registration/records; financial aid; veterans/child 
care assistance; tutoring; job placement; and extracurricular activities. 


Student Services is here to aid you in selecting, entering, progressing through, and completing 
a course of study. Student Services offices are located on the first and second floors of the 
New Student Center. Office hours are as follows: Monday-Thursday 8:00 a.m.-6:00 p.m. and 
8:00 a.m.-5:00 p.m. on Friday (Fall and Spring). 
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Records and Registration - NSC Office 111J & Office 111-M 
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Counseling Services - NSC Office 111-G 
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Financial Aid Services - NSC Office 111-C and Office 111-E 

teri mea vete DIteChOn .hAONG.<2n.-y00c<.nosooieaatgtise WHIWWA- Gur tecscrsencsagnesee onsen csbngansgiposisnenbshee 862-1246 
Gayle Deanes, Assistant Financial Aid Officer............:csssssccceccescsreersecssssrenessecesescosessonensens 862-1221 
Testing Services - NSC Office 221C 

Beverly Goodwin, Director, Assessment and Testing ..........cccscscercecesseseseeeetersesenessesesssseneens 862-1238 
Student Support Services (SSS) - NSC 113 
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Janice Howell, Instructional Coordinator/Counselor .......cccccesesereseeeerereesesesseetenessenenenenaens 862-1293 
Isalean Overton, Tutor Coordinator/Computer Lab Technician ........:ceeseesseeseeeeeesetseees 862-1241 


Student Activities - NSC 111 
Vacant, Student Activities Coordinator 
OTL Cee tn OG eee ee eter csu'si dacosunvessergaseraniseenconsdunosantedashacencatensntenseacseseorennssa@as 862-1260 


Note: Please refer to the 2008-2009 R-CCC Catalog for a listing of all college employees. 


CURRICULUM PROGRAM ADVISORS 


Program 

Associate in Arts, Pre-Majors, 
Associate in General Education 
and Business Administration 


Associate in Science 


Associate Degree Nursing, 
Cosmetology, Barbering, 
Radiography 


Building Construction Technology, 
Plumbing, Air Cond., Heat, & 
Refrig. Tech., Welding 


Computer Information Technology, 

Early Childhood Education, 

Special Education, Teacher 
Associate, Web Technologies 


Criminal Justice Technology, 
Industrial Systems Technology 


Human Services Technology, 
Mental Health 

Medical Office Administration 

Office Administration 

Concurrent Enrollment, Huskins 


Special Credit 


Early College 


Advisor/Email 

Jeanne Blevins/blevinsj 
Lillie Faison/faisonl 
Linda Alexander/lindaa 
Patricia Bennett/bennettp 
Debbie Hanke/hanked 
Frank Harris/harrisf 
Deborah Oakey/oakeyd 
GloriaWiggins/wigginsg 
Rita Rogers/rogersri 
Lowell Savage/savagel 
Mary Savage/savagem 
Crystal Sharpe/saundersc 


Stuart Thomson/thomsons 
Crystal Sharpe/saundersc 


Carmen Askew/carmena 
Sharon Boyce/boyces 

Jamie Burns/burnsj 

Deborah Stokes/stokesd 
Annette Thompson/thompsona 
Pamela Williams/williamsps 
Sonya Chamblee/chamblees 
Dreese Eley/eleyd 


John Mulder/mulderj 
Victor Davidson/davidsonv 
Burnell Hills/hillsb 


Janet Faison/janfais 
Teikeshia Archer/archert 
Taunya Melendez/melendezt 
Audrey Moore/moorea 
Deboria Outlaw/outlawd 


Keith Horne/hornek 

James Alexander/alexanderj 
Ryan Cox/coxr 

Joan Deloatch/deloatchj 
Darcie Tumey/tumeyd 

Kim Bazemore/kimb 
Gloria Fairless/fairlessg 


Sandra Copeland/sandarac 


Juanisha Vaughan-Hart/hartj 


Location Office Number 
NSC 219 862.1247 
JER 136 862.1273 
JER 109B 862.1280 
NSC 219 862.1339 
NSC 215 862.1212 
NSG2243 862.1263 
JER 109C 862.1287 
FRL 119A 862.1289 
JER 122 862.1205 
JER 109A 862.1254 
NS@Ztt 862.1231 
JER 124A 862.1269 
JER 126A 862.1230 
JER 124A 862.1269 
FRL 129A 862.1286 
FRL 131 862.1285 
FRU 147C 862.1261 
NSC 209 862.1276 « 
Piss S27 862.1283 
PRE E35 862.1284 
FRL 102A 862.1213 
FRL 100 862.1318 
Rivers Prison 

yO Urey 862.1264 
FRL 130 862.1367 
FRL 143 862.1218 
FRL 114 862.1235 
YOU 104 862.1215 
YOU 104 862.1249 
YOU 104 862.1294 
ISB 862.1319 
NSC 7 862.1216 
NSG@. 217 862.1216 
FRL 119B 862.1237 
FRL 125 SOZ.1 207 
FRL 147B 862.1288 
NSC 221D 862.1204 
NSCA1ILIG 862.1225 
NSC 209 862.1276 
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WHERE TO GO FOR WHAT 


Absences 
} Academic Advising 
Academic Policies 


Add a Course 


Academic Records, Grades, Graduation, Refunds 
Accidents 


Address Change, Class Schedules, Parking Permits 


Admission/Readmission 

ADN Admission 

Athletics 

Campus Safety 

Campus Notices/Announcements 
Career Counseling/Job Placement 
Change of Major 


Child Care Assistance 
Counseling Services (Academic, Personal, Career) 
Distance Learning 


Disability Assistance 
Drop a Course 


Emergencies/First Aid 
Financial Aid, Scholarships 
Financial Matters 

General Interest Courses 
Grading Information 

ID Cards 

Insurance Forms 

Library Services 

Lost and Found 

Parking 

Placement Testing 
Registration 

Scholarship Applications, Work-study 
Student . Activities 


Student Grievances 


Textbooks & Supplies 
Transcripts 

Transfer Counseling 
Tutoring 

Veterans Benefits 


Instructor 

Faculty Advisor 

Catalog 

(1) Faculty Advisor 

(2) Registrar 

Registrar 

Campus Security 
Student Services 
Director of Counseling 
Director of Counseling 
Athletic Coach 

Campus Security 
Campus Cruiser 
Counseling Services 
Faculty Advisor, Counselor, 
Registrar 

Financial Aid 

Director of Counseling 
Distance Learning 
Coordinator (LCR) 
Director of Counseling 
(1) Faculty Advisor 

(2) Instructor 

(3) Registrar 

Campus Security 
Financial Aid 

Cashier, Business Office 
Continuing Education Dept. 
Catalog, Registrar 
Student Services 
Business Office 
Learning Resources Center 
Campus Security 
Campus Security 
Testing Center 

Faculty Advisor/Registrar 
Financial Aid 

Student Activities 
Coordinator 

Associate Dean, Student 
Services 

Bookstore 

Registrar 

Director of Counseling 
Student Support Services 
Associate Dean, Student 
Services 


INFORMATION YOU SHOULD KNOW 


Academic Information 

Honors - Fulltime students who maintain high academic standards are recognized each semester 
through the President’s List (4.0 GPA) or the Dean’s List (minimum 3.25 GPA, with no grade lower 
than a B). Both lists require that students complete at least 12 credit hours, none of which include 
courses numbered 100 or lower, and have no I grades. 


Requirements—A 2.00 GPA for work taken at the College is required for graduation. The minimum 
cumulative, “good standing” GPA and other pertinent information regarding academic standing is 


outlined in the 2008-2009 R-CCC Catalog. 


Probation/Warning—Should you fail to reestablish the required average by the end of the second 
academic warning semester, you will be placed on academic probation (allowed to enroll in only six 
semester hours). Students placed on academic probation are not eligible to receive financial aid or VA 
benefits. 


Attendance/Reinstatement Procedure 

Student experiencing attendance problems, should notify their instructor(s) immediately. Absences from 
class do not relieve you of meeting course requirements. Regardless of the reason, instructors have the 
authority to drop you after two consecutive weeks of being absent from class. If you choose not to 
complete a course for which you are registered, you must process a Drop Form in the Registrar’s 
Office. If you are dropped from a course and wish to be reinstated, you must submit a Request for 
Reinstatement Form to the Associate Dean of Student Services (or designee) after permission is granted 
by the instructor. 


Bookstore 

Roanoke-Chowan Community College maintains a bookstore for the convenience of students. Course 
supplies and required textbooks, as well as novelties, clothing, graduation attire, and invitations may be 
obtained in the bookstore. The hours are posted on the entrance door. The bookstore return policy 
allows you 5 days from the purchase date with your receipt to return merchandise. Books must be in 
the same condition as purchased, and if shrink wrapped, it must still be in the original wrap. For 
more information, please see the Bookstore Manager or call at (252) 862-1292. 


Campus Cruiser 

RCCC Campus Cruiser is a Web-based portal system that enables RCCC to electronically share 
information, syllabi, campus calendars, student support & registration services, etc. Refer to the College 
Website at www.roanokechowan.edu for more information. 


Cell Phones and Beepers 

Students must turn off cell phones and beepers upon entering class, unless the student’s occupation 
(medical, emergency, or law enforcement) requires that it is on at all times. Students may not receive 
or send telephone calls or pages during class time. 


Change of Name and Address 
If you move or change your phone number or name at any time, go to Students Services to complete 
a Student Status Change Form and bring with you legal documentation verifying the change. 


Change of Program 

Students who decide to change programs of study must schedule a conference with a counselor in 
Student Services. Upon agreement that the change is warranted, students will be given the name of 
their new advisor and instructed to submit a Curriculum/Program Change Form to the Registrar. 


Children on Campus 

Children on campus, not enrolled in a college program, must be under the direct supervision of a 
parent or guardian. Children are not allowed in classrooms, laboratories, or offices without permission 
of a College Dean or the President. Children may not be left unattended in vehicles at any time. The 
College will not assume responsibility of liability for any minor children. Students bringing minors to 
class will be asked to leave and will be immediately referred to the Associate Dean of Student Services 
or the Director of Counseling Services. 


Programs sponsored/cosponsored or approved for use of the facility by the college will be exempt from 
this procedure if the children are supervised by designated adult(s). Campus tours and/or student 
groups visiting the college must be accompanied by a college staff member. 


Communicable Disease Policy 

Roanoke-Chowan Community College is committed to assuring, as far as possible, that each student 
enjoys safe and healthful study conditions. To this end, the College offers the following information: A 
student infected, or reasonably believed to be infected, with a communicable disease shall not be 
excluded from enrollment or employment, or restricted in his/her access to the institution’s services or 
facilities unless medically-based judgments in individual cases establish that exclusion or restriction is 
necessary to the welfare of the individual or the welfare of other members of the institution and 
community. (For more details, please refer to the R-CCC Catalog.) 


Counseling Services 

Counselors are available to assist students with academic and personal concerns and to facilitate 
educational and career planning. Information about programs of study, disability services, career services, 
community referrals, and placement testing are services provided by the counseling staff. No 
appointment is necessary to meet with a counselor. Counseling sessions are confidential, and if more 
intensive counseling is required, counselors will help with appropriate referrals. Counseling Services is 


located in the New Student Building, Office Suite 111, and can be reached at (252) 862-1225. 
Course Make-Up Work 


Instructors may establish procedures for make-up work. 


Crime Awareness and Campus Security Act of 1990 

Employees and students play a major role in the success of crime prevention programs by taking 
individual precautionary steps to avoid becoming a crime victim, as well as by working together as a 
campus community. 


Known or suspected violations of federal and state laws occurring on campus should be reported to 
Campus Security and the Dean of Finance. Criminal incidents occurring at offcampus, college- 
sponsored activities should be reported to the Campus Security, law enforcement agency having 
jurisdiction and then to the Dean of Finance. 


Drop a Course/Add a Course 

Students may add courses during the designated add period (first three days of each semester). The 

add period sets a cutoff date for allowing students to enroll in courses. Students are not permitted to 
add courses beyond the scheduled add period, unless permission is granted by the appropriate college 
dean. 


Students are permitted to drop courses without penalty prior to the 60 percent point of the semester. 
A grade of W will be issued for courses dropped prior to the 60 percent point. Students who drop 
courses after the 60 percent point will receive a grade of F. Grades are not issued for courses 
dropped during the refund period and before the census date of the class. A W grade will appear on 
the student’s record for a drop that occurs after the census date of the class. 


Withdrawing from a class may affect a student’s Financial Aid eligibility for future terms of enrollment. 
The Financial Aid Office is required to calculate a Return of Title IV Funds when a student drops all 
courses. Students are encouraged to consult with a financial aid officer prior to dropping courses. 


It is the responsibility of the student to complete the Drop/Add Form, secure all necessary signatures, 
and submit the completed form to the Registrar’s Office for processing. Drop/Add forms are available 
in Student Services. 


Drugs and Alcohol 

The abuse and use of drugs and alcohol are subjects of immediate concern in our society. These 
problems are extremely complex and ones for which there are no easy solutions. From a safety 
perspective, the usage of drugs or alcohol may impair the well-being of employees, students and the 
public at large; drug and alcohol usage may also result in damage to the college property. Therefore, it 
is the policy of this College that the unlawful manufacture, distribution, dispensation, possession, or use 
of a controlled substance or alcohol, is prohibited while in the workplace, on College premises, or as 
part of any Collegesponsored activities. Any employee or student violating this policy will be subject to 
disciplinary action up to and including termination or expulsion and referral for prosecution. The 
specifics of this policy are as follows: RoanokeChowan Community College does not differentiate 
between drug users, drug pushers, or sellers. Any employee or student who possesses, uses, sells, gives, 
or any way transfers a controlled substance while in the workplace, on College premises, or as part of 
any Collegesponsored activity, will be subject to disciplinary action up to and including termination or 
expulsion and referral for prosecution. 


See the Student Code of Conduct for more detailed information. 


Emergency Situations 

In case of fire emergency or drill (signaled by a constant ringing of the fire bell system), 1. close 
classroom windows and doors; 2. evacuate the building in a quiet, orderly fashion using the nearest fire 
exit from any room, and 3. move and remain at least 200 feet from the building. In case of a 
tornado (warning will be announced on the public address system), 1. open as many windows in the 
exterior wall as practical; 2. relocate to areas offering the greatest tornado resistance, such as interior 
classrooms, halls, or vaults, and 3. sit on the floor with backs to corridor walls or glass areas. Coats 
and jackets should used to cover head, arms, and legs to reduce injuries from flying glass and other 


debris. 


Fees 
All fees, except transcript fees, are due at the time of registration. 


Activity fee - $16.25 for 1 to 5 hours, $32.50 for 6+ hours, each fall and spring. 

Insurance fee ($2)-good for the current registered semester and is in effect while on campus or traveling 
to and from classes. 

Transcript fee ($5)-charged for copies of official transcripts (unofficial transcripts are available at no 
charge). Transcripts will be provided within ten working days after receipt of a written request. 
Transcripts will not be released if you owe the College money, nor will they be faxed to another 
school/business. 

Technology fee ($16)—for all fulltime students; all others will be charged a fee prorated by the Business 
Office. 


Course specific fees will be charged on particular courses not to exceed $30.00 per semester. 


Financial Aid 

Qualifications from financial aid (grants, federal work-study, scholarships) are determined from the results 
of a completed federal student aid application. Students who receive financial aid must meet the 
College’s academic and financial aid requirements each semester to continue receiving financial 
assistance. Students must reapply for aid each year after January 1. The Financial Aid Office is located 
in the New Student Building, Office Suite 111, and can be reached at (252) 862-1221 or 862-1246. 


First Aid Kits 
First aid kits are located in all buildings on campus, except for the Old Small Business Center. For 
assistance, please contact Campus Security at 862-1219 or stop by the Campus Security Office in NSC 


- Office 107. 


Food and Drink are not permitted in classrooms unless authorized by the instructor. 


Food Service 
Vending machines are located in each building. 


Graduation 

Graduation exercises are held at the end of the spring semester. The $30 graduation fee covers the 
award earned; additional degrees, diplomas, or certificates cost $5. Cap and Gown orders and 
invitations are available for purchase through the Bookstore. 


To participate in graduation exercises, you must satisfy all program requirements, file a completed 
graduation application for each award in the Registrar’s Office, pay the graduation fee, satisfy all 
financial obligations, and attend graduation rehearsal. Students not participating in the graduation 
ceremony may pay a postage fee for their award to be mailed. 


Grading Policy 

The cumulative grade point average is determined by dividing the total number of quality points by the 
total number of credit hours of work attempted. Example: A student successfully completes four courses 
(12 semester hours) and earns an “A” in three classes (a total of 9 credit hours) and a “B” in one 
class (a total of 3 credit hours), the GPA would be determined as follows: 


9 Hr x 4.0=36 + 3 Hr x 3.0= 9 36+9 = 45 quality points 
45 quality points divided by 12 credit hours completed = 3.75 GPA 
For more details, please refer to the 2008-2009 R-CCC College Catalog. 


ID Cards and Parking Decals 

Identification (ID) cards must be worn at all times and are available from Student Services. The ID 
card serves as your means of identification for library privileges, bookstore charges, and any other 
college function or service you may be entitled to as students. The first ID is covered by your student 
activity fee. Replacement cards cost $5. Parking decals must be visible on all vehicles parked on 
campus. Decals should be placed in the lower left side corner of the vehicle back windshield. 
Students must provide vehicle information, including make/model, color, and license plate number. The 
cost for decals is included in the student activity fee. Decals are available in Student Services. 


Inclement Weather 
Should it appear that adverse weather or other factors would necessitate closing of RoanokeCChowan 
Community College, the President, or his representative, shall make the final decision. Notice of the 
College closing will be made on local radio and television stations, taped messaged at (252) 862-1200 
and on the R-CCC web page at www.roanokechowan.edu. There are several sources to which students, 
staff and faculty may turn for information. They are as follows: 

* WITN TV 7 - Washington 

¢ WAVY TV 10 - Virginia 

¢ FM 98.3 - Murfreesboro 

¢ AM 970 or FM 99.3 - Ahoskie 
A message regarding closings for both employees and students will be placed on the college telephone 
message system by 6:30 a.m. If an announcement is not posted on area media, the website or campus 
telephones, it may be assumed that the college is open for normal business hours. 





Intramural Sports and Recreational Program 

The Intramural Sports & Recreational Program is specifically designed to provide opportunities for 
students, faculty and staff to have fun, socialize, manage stress and improve personal health and 
wellness by participating in organized competitive sports and recreational activities. The Intramural Sports 
program includes basketball, volleyball and other competitive sports based upon the overall response by 
the R-CCC students, faculty and staff. 


Intercollegiate Athletics and Physical Fitness Facility 

RCCC is a member of the National Junior College Athletic Association (NJCAA), Region X (Ten) and 
compete at the Division I level in men’s basketball. The Physical Fitness Room is located in Freeland 
130. Equipment includes treadmills, steppers and stationary cycles. Hours of operation are posted at 
the location. For further information, please contact Coach Hills at 862-1367 or visit his office in 


Freeland, Office 130. 


Learning Resources Center (LRC) 

The LRC includes the library, the computer-assisted instruction lab, the audiovisual department, and the 
distance learning department; it can benefit your studies. Hours of operation are posted near the LRC’s 
entrance. The LRC is located in the Jernigan Building. 


Lost and Found 
Items should be reported to Campus Security. Items turned in may be claimed upon proper 
demonstration of ownership. 


New Clubs/Organizations 
See the SGA Constitution for more information. 


Posting Notices and Bulletin Boards 

All notices, posters, etc., relating to student activities that are to be posted on the college campus must 
be initialed and dated by the Student Activities Coordinator and/or the Associate Dean of Student 
Development Services. All other notices, posters, etc. not relating to student activities must be initialed 
and dated by a college administrator before posting on the campus bulletin boards or around campus. 
Notices should not be posted on glass, varnished doors, door frames, painted doors, dry wall 
(sheetrock), and water fountains. All notices not initialed and dated will be removed immediately. 
Persons posting notices should also remove them when they are no longer needed. 


Repeating Courses 

You may repeat a course for credit if a grade of D or F was earned, and only under the condition 
that in each case, credit hours will be considered hours attempted and used in computing the quality 
point average. Financial aid and veterans benefits recipients will not receive assistance/benefits for 
repeating courses in which a D grade was received unless required by the academic department. 


Release of Information: Family Educational Rights & Privacy Act 

In compliance with the Family Educational Rights and Privacy Act of 1974, releases no personal, 
identifiable information about students without the expressed written consent of the student. 
Exceptions to this practice are those types of information defined by law as “directory information.” 
The directory information may be published or made available without the consent of the student. 
However, any student not wishing any of these types of information released may request in writing to 
Registrar that it not be released. 


Services to Individuals with Disabilities 

Roanoke-Chowan Community College and all employees shall operate programs, activities, and services 
to ensure that no qualified individuals with a disability shall be excluded from participating in, be 
denied the benefit of, or be subjected to discrimination under any such program, activity, or service 
solely by reason of their disability. It is the student's responsibility to initiate requests for 
accommodations. Student requiring services should contact the Director of Counseling located in 


Student Services in the New Student Building, telephone (252) 862-1225. 


Smokin 

Renee Community College is a tobacco free establishment as of July 1, 2007. In the interest 
of providing a healthful and productive work environment for all employees and students, smoking is 
prohibited within any Collegeowned buildings and grounds. Smoking is also strictly prohibited within 
any Collegeowned and/or leased vehicles. This policy applies to all employees, students, contractors, 
vendors, and visitors. 
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Student Activities and the Activity Approval Form 

A program of activities that provides for a variety of meaningful educational, cultural, and social 
experiences is available to students. The Activity Approval Form is to be completed by student 
organizations in planning activities and/or all college events which need approval and involve the use of 
college facilities and/or services. After information regarding the event has been completed, the approval 
of the sponsoring organization’s advisor must be obtained. This form should then be presented to the 
Student Activities Coordinator’s Office for referral and circulation to the appropriate college officer. 


Soliciting and Fund Raising 

Do not solicit local merchants and business people for prizes, gifts, donations, etc., in the name of the 
college or any club or organization. Do not conduct raffles or any kind of money-raising activity on 
campus except with prior approval from the Associate Dean of Student Services. Do not have any 
survey by class or club members which purports to be for “Roanoke-Chowan Community College.” If a 
class or club wishes to survey the community, it should be made clear that the survey is not a college 
sponsored activity. In addition to the above, any individual or club sponsoring a food sale on campus 
must get the Associate Dean of Students Services’ permission and the Dean of Finance’s permission 
before selling any food on campus. 


Student Appeal 
Please see the College Catalog and the Student Code of Conduct for more details. 


Student Classification and Status 
Please see the College Catalog for more details. 


Student Grievance Procedure 
Please refer to the 2008-2009 R-CCC College Catalog. 


Student Lounge 

This lounge, located in the New Student Center, is open to all students. A television and microwave 
are available for student use. Loud music and other forms of disorderly noise are not permitted in the 
lounge. 


Student Right-to-Know 
As required by the Public Law 101-542, “Student Rightto-Know,” the College maintains information 
regarding completion and graduation rates. 


Student’s Role in Institutional Decision Making 

Students participate in institutional decision making by sitting on a variety of college committees, having 
a representative as an ex-officio member of the Board of Trustees, and through completing a variety of 
surveys distributed by the College. 


Student Support Services 

A federally funded program, Student Support Services assists students with academic problems and other 
difficulties which may prevent them from remaining in the College. The program offers services, such as 
peer/paraprofessional tutoring; personal, academic, career, and transfer counseling and peer mentoring. 
The Student Support Services program is located in the New Student Building, Office 113, and can be 
reached at (252) 862-1303. 


Telephone Calls and Usage 

Students cannot receive telephone calls or messages, except in cases of emergency; in these cases every 
effort will be made to relay information. Check classroom doors for messages. Pay phones are located 
in the Freeland, Young, and Jernigan buildings and the New Student Center. 


Transfer Credit 
Credits earned at another accredited institution will be accepted if at least a C (B for nursing core 
courses) was received, the course is appropriate to your program of study, and a comparable course is 
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offered at the College. Should you change programs, you will receive credit towards the new program 
if the credits previously earned are required for that program. 


Tuition 

Tuition rates are established by the State Board of Community Colleges and are subject to change. At 
the publication of this handbook, tuition is $ 42 per credit hour, not to exceed $672, for legal 
residents of North Carolina. Tuition for out-of-state residents is $ 233.30 per credit hour, not to exceed 


$3313 2.00. 





Tuition Refund Policy 

A 100% refund shall be made if the student officially drops prior to the first day of classes of the 
academic semester or term as noted in the college calendar. Also, a student is eligible for a 100% 
refund if the class in which the student is officially registered is canceled due to insufficient enrollment. 
A 75% refund shall be made if the student officially drops from the class(es) prior to or.on the official 
10% point of the semester. Student fees are NOT refundable. Federal regulations, if different from 
above, will overrule this policy. To be eligible for a tuition refund the student must: (1) Officially 
register and pay tuition and fees. (2) Process and submit a Drop/Add Registration Change Notice form 
to the Registrar’s Office on or before the 10% point of the term as defined above. Refunds are not 
automatic. All requests should be submitted to the Registrar located in Student Services. The 
department also maintains the Tuition Refund Form that must be completed and returned to Student 
Services before any refund will be considered. Note: The Refund policy is subject to change as directed by the N.C. 
Legislature and the N.C. Board of Community Colleges. Federal policy on Refund of Tuition for Title IV Funds will 
supercede the State policy on Refund of Tuition. 


Veterans Assistance 

Veterans and eligible dependents in any curriculum at the College may qualify for benefits from the 
Veterans Administration, Title 38, and United States Code. Services, such as advising, VA benefits 
information and assistance with Regional Office inquires are provided. For more details, please see the 
VA Certifying Official located in Student Services. 


Weapons and Firearms 

Weapons and firearms are not allowed on campus. The College will enforce appropriate college and/or 
criminal charges against any person found possessing a weapon if it is not being used for college 
instructional courses. 


Withdrawal from the College 

If you decide to leave the College, please complete a “Drop and Add Form” located in Student 
Services. Unofficial withdraws could result in a grade of “F” and a debt owed to the college for Pell 
recipients. 


When to Register for Classes 

Before registering for classes, you will want to pick up a RCCCC Catalog and class schedule. Both the 
catalog and the class schedule are posted on our website page prior to each registration period. Printed 
copies of the class schedule are available in Student Services. Printed copies of the catalogs are 
available in the College Bookstore. 


After you have reviewed the degree requirements and suggested course sequence for your program, you 
should meet with your academic advisor on or prior to Advising Day and Early Registration. It is to 
your advantage to register during this period. Registering at this time means a greater likelihood that 
you will be able to register for your first choice classes and avoid long lines that can appear during 
Late Registration. Late Registration is scheduled three days prior to the start of a new semester. (Please 


refer to the 2008-2009 Academic Calendar for scheduled dates.) 


Step 1: Register for Classes 
On Advising Day, meet with your faculty advisor. During all other registration sessions, meet with a 
faculty member on the Advising Team to register. Printed schedules are ready for pickup immediately 
after registering for classes. 
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Step 2: Pay Tuition and Fees 

Tuition and fees must be paid by all students by the required deadline and prior to attending classes. 
Students approved to receive Pell, will be issued an award letter from the Financial Aid Office. If you 
have applied for Pell funding, but have not received an award letter, please see the financial aid officers 
immediately. Cash paying students and those receiving funding from a third party must report to the 
Business Office to secure payment of tuition/fees. Students receiving veterans’ benefits are responsible 
for all tuitions/fees. VA students should submit their registration schedule to the VA Certifying 
Official located in Student Services prior to the start of the semester for appropriate processing and 
reporting to the Regional VA Office. VA assistance is sent directly to the student from the Department 
of Veterans Affairs. 


For additional information, please see the staff in the Records and Registration Office located in the 


New Student Building, Office Suite 111, or by calling 862-1305. 


Student Rights, Responsibilities and Appeals 


General Purpose 
Roanoke-Chowan Community College strives to create an academic community conducive to the 


development of each student by fostering an educational process committed to excellence and equity. 
College students are citizens of the local, state and national governments and of the academic 
community and are therefore, expected to conduct themselves as law abiding members of each 
community at all times. Admission to a College carries with it special privileges and imparts special 
responsibilities apart from those rights and duties enjoyed by non-students. Students are expected to 
behave in a manner that is conducive to the mission of the College. In recognition of the special 
relationship that exists between the College and the academic community, RoanokeCChowan Community 
College Board of Trustees has authorized the President to take such action that may be necessary to 
maintain campus safety and preserve the integrity of the College. 


Applicability 

This Code of Student Conduct is applicable to every student enrolled at the College, and may at 
times, apply to persons off campus when using College facilities or participating in RCCC programs or 
activities, including off campus trips and clinical sites. The term “student” includes all persons 
registered for or enrolled in one or more courses at RCCC, either for credit or non-credit. Students 
may be accountable to both civil authorities and to the College for acts that constitute violations of law 
and this Code. Disciplinary action at the College will be independent and proceed during the process 
of criminal proceedings, and will not be subject to challenge on the ground that criminal charges 
involving the same incident have been dismissed or reduced. RCCC has the discretion to proceed with 
disciplinary action under this Code in addition to any criminal or civil judicial proceedings. 





Statement of Expectation 
Each student of Roanoke-CChowan Community College is expected to conduct him or herself in 


accordance with the College policy to preserve RCCC’s safe and supportive learning environment. 
Roanoke-Chowan Community College has the right to take necessary and appropriate action to support 
and protect the health, safety and well-being of the college community. RCCC students are expected 
to abide by local, state and federal laws as well as college policies. 


Faculty Rights and Authority 


The primary responsibility for managing the classroom environment rests with the faculty. Students 
who engage in prohibited behaviors that result in disruption of a class or college-sponsored activity may 
be directed by the faculty member to leave the class or activity for the remainder of the period. 
Actions of dismissal should be reported to the Associate Dean/Dean for Student Development Services. 
Longer suspensions from a class or activity, or dismissal on disciplinary grounds, require action by the 
Associate Dean/Dean for Student Development Services or designee. 
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Conduct Required 

Each student shall conduct himself/herself in a manner consistent with the College’s mission as an 
educational institution. Any student who fails to conduct himself/herself in such a manner violates this 
Code and a disciplinary penalty may be imposed. 





For additional information regarding Student Rights and the Student Code of Conduct, please refer to 
the R-CCC 2008-09 Catalog. Catalogs are available in the Campus Bookstore or the website at 
www.roanokechowan.edu. 


Student Activities and Student Government Association (SGA) 


A student activities program is developed and sponsored annually by the SGA and the Student 
Activities Coordinator. Such activities may include intramurals; club memberships; sporting events; and 
educational, cultural, and social events. Any other type of curricular department social functions must 
be appropriately approved. Students are expected to conduct themselves with honor and exhibit high 
standards of responsible citizenship during all college functions whether on or off campus. 


Student Activity Fee - What Do My Student Activity Fees Cover? 

Each student enrolled at R-CCC pays an activity fee. These fees are used to pay for a variety of 
activities and to defray the cost of many services for students. The funds are administered by the 
Student Government Association. The following is a list of such activities and services: 


Fall Get Aquainted Party Student Recognition 

Student ID Cards & Parking Decals SGA Travel to Meetings & Conferences 
Student Handbooks Spring Fling 

Multi-cultural events & activities Athletics 

Tuition for SGA President Monetary Assistance to New Chartered Clubs 


SGA Constitution 


Preamble 

We, the students of RoanokeChowan Community College, in order to establish better relations and 
communication between students, administration, and faculty; to provide avenues for input in 
institutional decision making; to create a feeling of unity among all students; to advance leadership and 
scholarship; and to stimulate and develop school spirit; do hereby establish this constitution for the 
Student Government Association of RoanokeCChowan Community College. The name shall be the 
Student Government Association (SGA). 


Article I - Purpose 
The purpose of this organization shall be to act as a liaison between the students, administration, and 
faculty and to provide for and encourage active student participation in school affairs. 


Article Il - Membership 
The membership shall consist of all students who pay the student activity fee. 


Article III - Executive Board 
Section A - Executive power shall be vested in the SGA officers. These officers shall be known as the 


Executive Board. 


Section B - The Executive Board officers elected by the constituency shall be: (1) the President, (2) the 
Vice President, (3) the Secretary, (4) the Public Information Officer, (5) the Parliamentarian, and (6) the 


Treasurer. 


Section C - The duties of the Executive Board shall be as follows: (1) to approve the Student 
Activities Calendar; (2) to authorize and approve all publications of the organization; (3) to call special 
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meetings upon petition of a majority of members; (4) to interpret the constitution; (5) to appoint 
directors of any Special Services Committees; (6) to hold monthly general assembly meetings; (7) to 
attend all State N4¢CSGA conferences each year (budget allowing); and (8) to attend all meetings in 
accordance with Article IV. 


Section D - The duties of the President shall be as follows: (1) to serve as chief executive officer of 
the SGA; (2) to preside over all meetings of the Executive Board and the monthly general assembly 
meetings; (3) to appoint, with the consent of the Executive Board, the chairmen of all committees; (4) 
to serve as an ex-officio member of all SGA standing committees, the RCCC Administrative Council, 
and the RCCC Board of Trustees; (5) to initiate such projects and programs as he shall deem necessary 
for the welfare of the SGA, and in keeping with the Preamble; (6) to represent this organization in all 
dealings with other student organizations and individuals; (7) to have knowledge of the records and 
monies of the SGA, (8) to perform all other functions which are incident to the office; (9) to call 
periodic meetings of the Executive Board at his discretion; and (10) to appoint an officer or committee 
chairperson to replace one who does not fulfill the duties of office. The President shall have his or 
her tuition reimbursed while in office. 


Section E - The duties of the Vice President shall be as follows: (1) to assume all duties of the 
President should the President for any reason be unable to meet the duties of office, (2) to fulfill any 
duties as delegated by the President, (3) to serve as an ex-officio member of all standing committees, 
and (4) to have knowledge of records and monies of the SGA. 


Section F - The duties of the Secretary shall be as follows: (1) to serve as recorder for the Executive 
Board; (2) submit a completed set of minutes of all SGA meetings for file and future reference; (3) to 
maintain the records of the SGA; and (4) to assist in all other areas that the Executive Board may 
deem desirable. 


Section G - The duties of the Public Information Officer shall be as follows: (1) to prepare a monthly 
calendar of student activities to be displayed on student bulletin boards, (2) to maintain the upkeep of 
student bulletin boards, (3) to handle all publicity pertaining to the SGA, and (4) to lend assistance to 
the Secretary in any manner which the SGA deems advisable. 


Section H - The duties of the Parliamentarian shall be as follows: (1) to be acquainted with Robert’s 
Rules of Order, (2) to see that correct procedures are followed in all meetings, and (3) to assist in all 
other areas that the Executive Board may deem desirable. 


Section I - The duties of the Treasurer shall be as follows: (1) to have knowledge of records and 
monies of the SGA; (2) to submit a proposed budget to the Executive Board. 


Section J - Replacement of any member of the Executive Board shall be as follows: (1) Any Executive 
Board member failing to execute his duties and responsibilities may be removed from office by a two- 
thirds (2/3) vote of the Student Council. The vacancy will be filled by presidential appointment, subject 
to approval by a twothirds (2/3) vote of the Student Council. (2) In the event that any member of 
the Executive Board cannot serve in his respective position, the President shall appoint a replacement 
subject to approval by a two-thirds (2/3) vote of the Student Council. 


Section K - Replacement of the SGA President shall be as follows: In the event that the President 
cannot serve, the Vice President will become acting President. He shall appoint the new Vice President 
subject to approval by a two-thirds (2/3) vote of the Student Council. 


Article [V - Representatives, Senators, and Student Council 
Section A - The body of Representatives shall be composed of one Representative from each of the 
chartered clubs. 


Section B - There shall be two Senators from each two-year curriculum-one from the firstyear section 
and one from the second-year section. There shall be only one Senator from each of the curriculums 
which are of one year duration or less. 
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Section C - The Student Council shall be made up of all members of the Executive Board, 
Representatives, and Senators. Only members named herein shall have power to vote on business 
matters at general sessions. 


Section D - Duties of the Representatives and Senators shall be as follows: (1) to represent their 
respective groups, to serve as the liaison between the Student Council and all students, and to perform 
all such other tasks as assigned to them, (2) to approve all appointments made by the President of the 
SGA by a two-thirds (2/3) vote of the Student Council, (3) to impeach and remove from office any 
elected student official, (4) to require reports, financial or otherwise, from all chartered clubs and 
organizations, not to exceed one per month, and (5) to make rules necessary and proper to promote 
the general welfare of the student body consistent with State Statutes and Board of Trustees policies. 


Section E - Absences: (1) Attendance for Student Council meetings is required; however, if a 
Representative realizes he will be unable to attend a specified meeting, he is required to notify his 
Alternate to be present at the meeting. If by unforeseen circumstances a student or his Alternate is 
unable to attend a specified meeting, a written excuse is due within three days after his absence. (2) 
Any Student Council Member absent for three meetings without a written excuse shall be dismissed 
automatically. It shall be the duty of the Executive Board to inform the club’s or curriculum’s advisor 
of the student’s dismissal in writing one week after the third absence. The Executive Board shall have 
the authority to require the sponsoring club or curriculum to appoint another student. 


Section F - Appointment of Representatives and Senators shall be as follows: (1) Nominations of 
Representatives, Senators and Alternates shall be done by the respective chartered organizations and 
college curriculums and submitted in writing to the President of the SGA by the end of the fourth 
week of the fall semester. (2) All Representatives, Senators and Alternates must be in “Good Standing” 
with the College for the remainder of the year. 


Article V - Advisors 
Section A - The SGA Advisor shall be the Dean of Student Services or appointee. 


Section B - The duties of the Advisor shall be as follows: (1) to determine the eligibility for office of 
all members of the Executive Council, (2) to determine the eligibility for office of all Representatives, 
Senators and Alternates, (3) to ensure that the constitution is enforced, (4) to be responsible for the 
records and monies of the SGA, and (5) to appropriate funds for all extracurricular activities as listed 
in the approved Student Activities Calendar, provided that all funds not expended during the current 
fiscal year revert to the Student Activity Fund Balance. 


Section C - Although the Advisor shall have no voting rights, he shall be recognized by the chair in 
the same manner as regular student government members to discuss, debate, or advise as to any matters 
under consideration. 


Article VI - Election of Officers 

Section A - Election for President, Vice President, and Secretary will be held during spring semester. 
Public Information Officer, Parliamentarian, and Treasurer shall be conducted by the end of the fourth 
week of the fall semester. Upon election, they shall serve from election until the next election for their 
respective offices. 


Section B - Qualifications for office shall be as follows: (1) All Executive Council officers must be full 
time students. (2) President and Vice President must have been enrolled for two semesters and be in 
“Good Standing” with the College at the time of nomination and for the remainder of the year. (3) 
The Secretary, Communications Officer, Parliamentarian, and Treasurer must be in “Good Standing” at 
the time of nomination and for the remainder of the year. First semester students would be assumed 
to be in “Good Standing.” 


Section C - Procedure of elections shall be as follows: (1) All officers shall be elected by secret ballot, 
all students paying an activity fee and possessing a student identification card may vote. To place his 
name on the ballot, a candidate must submit a petition containing the signatures of at least twenty-five 
(25) members to the SGA. There shall be no duplication of SGA members among candidates for the 
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same office. (2) Petitions must be submitted by the date indicated on the Student Activities Calendar. 
(3) Candidates may make a campaign presentation during election week, if they so desire. 


Section D - Elections shall be as follows: (1) All officers shall be elected by secret ballot. (2) Elections 
shall take place on the date indicated on the Student Activities Calendar at the designated polling 
station(s). (3) All voting members shall show identification cards before receiving their ballots. (4) No 
one shall assist or advise the voter in completing the ballot except the election managers, who may only 
explain the rules of the election. (5) The candidate receiving a majority shall be named the winner of 
the election. In the event of a tie, a runoff election between the two candidates receiving the highest 
number of votes shall be held to determine a winner. (6) Ballots shall be counted in secret by the 
SGA Advisor and a designee appointed by the Dean of Student Services. Under no circumstances shall 
a candidate for office be present at the counting of the ballots. (7) Results of the elections shall be 
posted by the next class day following elections. Winning candidates shall be notified personally and in 
writing by the SGA President as soon as possible. (8) All ballots shall be kept for a minimum of two 
weeks. 


Article VII - Committees 

General: (1) Committees may be formed as the SGA determines needs. (2) The chairman of the 
committee shall be appointed from the student body by the President subject to approval by a two- 
thirds (2/3) vote of the Student Council. The committee members are appointed by the chairman of 
each committee. (3) These committees shall only hold the authority which the student government may 
delegate and shall make progress reports at regular SGA meetings. 


Article VIII - New Clubs or Organizations 

Section A - The Student Council shall grant charters to all RCCC clubs or organizations. Upon being 
chartered and the approval of the student council each club will receive $100 to assist with the 
establishment process. A representative from each club is required to attend all general assembly 
meetings which are held once a month. 


Section B - In order for a club or organization to be recognized and chartered by the SGA, it must 
formulate a constitution and bylaws containing the following: (1) Objectives of the organization. The 
objectives shall be compatible with the College’s objectives. (2) Criteria for membership. Membership in 
an organization shall not be denied an individual on the basis of race, creed, gender, or national 
origin. (4) Proposed officers and their duties. (5) Dues, fees, assessments, etc. 


Article LX - Parliamentary Authority 
Parliamentary authority for this organization will be the current edition of Robert’s Rules of Order. 


Article X - Quorum 
Section A - A quorum for any meeting or conference of this organization shall be a majority of the 
members. 


Section B - A quorum for any meeting or conference of the Executive Board shall be two-thirds (2/3) 
of the members. 


Article XI - Amendments 

Section A - Amendments to the constitution may be proposed by the Representatives or by petition 
signed by 20 percent of the SGA membership. If the proposed amendment is approved by a two-thirds 
(2/3) vote of the Executive Board, the amendment shall be ratified. 


Section B - This constitution can be amended at any regular meeting by a two-thirds (2/3) vote of the 
Executive Board provided that the amendment has been submitted in writing by the previous regular 
meeting. 


Section C - All amendments must be approved by the College President. 


Article XII - Ratification 
Ratification of this constitution shall be by two-thirds (2/3) vote of the Executive Board and the 
College President. 


DATES YOU SHOULD KNOW 


2008-2009 Academic Calendar 


Fall 2008 

Fall 2008 Tuition Due by 4:30 p.m. 

Fall Registration 

First Day to Charge in Bookstore 

Last Day to Apply for a 100 % Refund 

First Day of Class/Semester & First 8-week Session 
Last day to Add 

Last Day to Remove Summer 2008 “I” Grades 
Last Day to Charge in Bookstore 

Last Day to Apply for a 75% Refund 

10% Point of the Semester 

Labor Day Holiday (College Closed) 

Financial Aid Refund Checks mailed 

Student Fall Break (Faculty Professional Dev.) 
Last Day of First 8-week Session 

First Day of Second 8-week Session 

Last Day to Drop Without Academic Penalty 
Advising Day - Spring 2009 (No Classes) 

Early Registration Spring 2009 

May 2009 Prospective Graduate Applications Due 
Thanksgiving Holiday (College Closed) 

Spring 2008 Tuition Due - by 4:30 p.m. 

Last Day of Classes/Semester & Second 8-week Session 
Fall 2008 Grades Due (2:00 p.m. noon) 
Christmas Holiday (College Closed) 


Spring 2009 

New Year’s Day Holiday (College Closed) 
Spring Registration 

First Day to Charge in Bookstore 

Last Day to Apply for a 100 % Refund 
First Day of Class/Semester & First 8-week Session 
Last day to Add 

Last Day to Remove Fall 2008 “I” Grades 
Last Day to Charge in Bookstore 

Martin Luther King Holiday (College Closed) 
Last Day to Apply for a 75% Refund 
Financial Aid Refund Checks mailed 

Last Day of First 8-week Session 

First Day of Second 8-week Session 

Last Day to Drop Without Academic Penalty 
Early Registration Summer 2009 

Easter Holiday (College Closed) 

Spring Break (No Classes) 

Advising Day - Fall 2009 (No Classes) 

Early Registration Fall 2009 

Summer 2009 Tuition Due 

May 2009 Graduate Grades due 

Last Day of Classes/Semester & Second 8-week Session 
Spring 2009 Grades Due (2:00 p.m.) 
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August 1, 2008 (F) 

August 13-15, 2008 (W/TH/F) 
August 13, 2008 (W) 

August 15, 2008 (F) 

August 18, 2008 (M) 

August 20, 2008 (W) 

August 20, 2008 (W) 

August 21, 2008 (TH) 

August 27, 2008 (W) 

August 27, 2008 (W) 
September 1, 2008 (M) 
September 26, 2008 (F) 
October 13-14, 2008 (M/T) 
October 15, 2008 (W) 
October 16, 2008 (T) 
October 27, 2008 (M) 
November 12, 2008 (W) 
November 13-14, 2008 (TH/F) 
November 25, 2008 (T) 
November 27-28, 2008 (TH/F) 
December 12, 2008 (F) 
December 15, 2008 (M) 
December 16, 2008 (W) 


December 23-26, 2008 (T/W/TH/F) 


January 1-2, 2009 (TH/F) 
January 7-9, 2009 (W/TH/F) 
January 7, 2009 (W) 
January 9, 2009 (F) 
January 12, 2009 (M) 
January 14, 2009 (W) 
January 14, 2009 (W) 
January 15, 2009 (TH) 
January 19, 2009 (M) 
January 22, 2009 (TH) 
February 20, 2009 (F) 
March 9, 2009 (M) 

March 10, 2009 (T) 
March 19, 2009 (TH) 
March 26-27, 2009 (TH/F) 
April 13, 2009 (M) 

April 14-17, 2009 (T/W/TH/F) 
April 21, 2009 (T) 

April 22-23, 2009 (W/TH) 
May 1, 2009 (F) 

May 8, 2009 (F) 

May 12, 2009 (T) 

May 13, 2009(W) 


Graduation Rehearsal (a.m.) 
Graduation 


Summer 2009 

Summer Registration 

First Day to Charge in Bookstore 

Last Day to Apply for a 100 % Refund 
First Day of Class 

Memorial Day Holiday (College Closed) 

Last Day to Add 

Last Day to Remove Spring 2009 “I” Grades 
Last Day to Charge in Bookstore 

Last Day to Apply for a 75% Refund 
Financial Aid Refund Checks mailed 

Last Day to Drop Without Academic Penalty 
July 4* Holiday (College Closed) 

Early Registration Fall 2009 

Semester Ends 


May 16, 2009 
May 16, 2009 (F) 


May 
May 


19-20, 2009 (T/W) 
Heh, PACU GE) 

20, 2009 (W) 

Te LCo F(T) 

25, 2009 (M) 

26, 2009 (F) 

ZO, 20097 (F) 

27, 2009 (W) 

73; 2009" (TH) 


June 26, 2009 (F) 

July 2, 2009 (TH) 

July 3, 2009 (F) 

July 14-16, 2009 (T/W/TH) 
July 31, 2009 (F) 
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31 Success Tip 





Starting something new can bring mixed feelings. A well-researched plan at the 
beginning can help lower stress and increase your potential. 


Ly BRR —— 
AUGUST 





AUGUST 





6 weonespa 
















AUGUST v 

7 _THURSDA eeceeesenioes NSERC et TRANS NRSROSRA SONS es semencesnnsseennareniensen nin ihaea tina ler onansachsneonn ato -taruscee eth encnrenannueuntensencunontonan eu 
AUGUST v 
RI = ements meters ntaaretse nas teenies tt en nen ae roe senses 


AUGUST 





Bo HZ PREMIER 


A Member of the School Specialty Family 
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Repetition is not critical thinking. Examine what you're studying. Seeing the bigger 


Success Tip picture is the difference between a B and an A+. 
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31 . Success Tip 





Financial worry does not have to feel overwhelming. Create a budget and discuss 
your problems with your school’s financial advisors. 
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Find out what educational resources your library has early in the semester. When 
things build up you will know exactly where to go. 
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Good intentions have a way of slowly disappearing. Make them a reality by writing 


Success Tip them down and holding yourself accountable. 
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Positive reinforcement works on yourself as well as others. Reward yourself for acing 


SUES that exam or for doing that extra hour at the gym! 


vy ° International Literacy Day 
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SMCS ID goals, larger ones will become clear as a result. 
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Perseverance might be a long word, but the time spent in achieving something of 
value to you will enrich your life and help you grow. 
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If the demands of life are starting to overwhelm you, take a moment to plan your 
defense. It’s surprising how easy it is to take control. 
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Admit when personal issues are affecting your studies. Make an appointment with 


SECS Ne your school’s counseling and development office. 
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Procedures and department policy can be confusing. Take time to read the 
appropnate material and speak to knowledgeable individuals. 
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5 Ti Find a study environment that works for you. This will enable you to concentrate 
pean fully, and study both efficiently and comfortably. 
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Get involved! Join a study group, organization, or club that shares your interests. 
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0 SCN You will benefit both academically and socially. 
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P every day in a real environment, making it easier to recall. 
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Volunteer work can not only be great for adding experience to your resume, but can 
also be a source of great personal satisfaction. 








10 Webi 


DECEMBER 





38 i PREMIER’ 


A Member of the School Specialty Family 








PVI 


DECEMBER 2008 
Ss M T Ww T F S$ 
SEN cote aCe 
Tee eG et, 742.143 
‘ee 16 17 18 19 20 
74 22° -23- 24-25 26 27 
28 29 30 31— 
















"DECEMBER 





success Tip forward you are still going in the right direction. 
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A fantastic resume will help open many doors in your employment future. Use your 
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school’s resources to aid you in creating one. 
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Adding experience to your resume is important. Start small by volunteering and 
looking into cooperative education at your school. 
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Determine your weaknesses. By doing so, you will be able to identify how to address 
them positively, as well as avoid them in other areas. 
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A great way to learn is to teach. Join a study group and help others. You'll be 
amazed how much clearer the information will become. 
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Learn to determine which tasks will take more time and plan accordingly. By looking 


success 1p ahead you'll give yourself more time and less stress. 
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Struggling in a certain class? Don’t be afraid to ask for help. Set an appointment 
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P with a professor, academic center, or tutor. 
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Healthy living habits can be started at any point of your life. But remember: the 
earlier you start, the easier they will be to maintain. 
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Most students have an academic plan; why not have a life plan as well? Write down 


the steps you need to take to achieve your life goals. 
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Relationships need maintenance. If you value them, take the time to show people 
how special they are to you before it’s too late. 
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Social skills can be developed just like mental and physical skills. Take the time to 
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P identify areas of improvement, and practice! 
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Evaluate your personal standards of success. Are they unrealistic? Do they include 
all aspects of your life, and not just academics? 
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CONSE ._ Balanced and realistic expectations of yourself are the key to a healthy self-image, 
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which in turn is a factor in personal success. 
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Cooperation isn’t just something for kindergarteners. Don’t let your pride and 
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Be open to changing circumstances. Even if they‘re not according to plan, they may 


Success Tip open up opportunities you never imagined existed. 
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5 Ti To get the most out of a lecture, make sure you stay focused, listen closely, write 
Se eee own key points, and watch for exam clues. 
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Professors will drop clues as to what they consider important “testing knowledge” in 
almost every lecture. Are you listening closely? 
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19-2 200 24. 205423 124 25 
eer eeu 20 Concentrating on too many priorities is stressful. Take a few minutes to write down 


your most important priorities and list them in order. 
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Remembering facts can be difficult. Visualizing information, relating it to something 


Success Tip . att 3 
P in your life, and repetition will ensure success. 
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Read each multiple choice question very carefully and cross out answers that do not 
fit. Consider what's left. You may have the answer! 
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aie fish eee. 5° Don’t be afraid to express a unique opinion in your work; just make sure you have 


DEBE enough documentation and support for your conclusion. 
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.. Good communication is essential to success. Speak regularly to your professors and 
Success Tip s ; 
peers. Nobody can hear you if you don’t speak up! 
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Success Tip 


Success is not a contest. The only person you should compare yourself to is who you 
were yesterday. Make a difference in your own life. 
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Site Learn the higher education vocabulary. Do you know what a dissertation, seminar, 


EON ED or bursary is? Take a moment to familiarize yourself. 
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Make yourself aware of community resources such as libraries, clubs, or counseling 


SUGEESS Ns services. Use them to increase your learning potential. 
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Citeeee Ti Relaxation doesn’t always have to mean sitting down. Rigorous exercise can be great 
P for working off the pressures of everyday life. 
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There are many different opinions on any given fact. Make sure to have an open 


SOC S mind as this will ensure an in-depth learning experience. 
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Are there things you want to learn that aren’t part of your class schedule? Why is 


Success Tip this stopping you? Never stop learning on your own. 
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Are you a night or morning person? Do you study best at noon? Determine your 


SUSSEOS Me particular learning style and plan your schedule accordingly. 
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Understand the balance between quality and time taken as it relates to things you 
do. Ensure one is not sacrificed to promote the other. 





Success Tip 
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Discover plan, acl 
FACT: : ae 3 | 


Using your planner can be the first step In helping you set goals to achieve... 
WHAT MATTERS MOST® A of I 





Dd) DISCOVER WHAT MATTERS MOST® 


Discover who you are! Identifying core values and key roles in life will set the foundation for 
deciding what is most important to you. With these things in mind, you will be more likely to. 
spend time on the things that have the biggest impact in your life. 


)) PLAN WHAT MATTERS MOST? — oo 
Decide how you will spend your time based on your core values and key roles. 
For each of your roles, set a goal to accomplish what is most important to you in that area. 


©) ACT UPON WHAT MATTERS MOST® ee 


Plan your day. Schedule time to accomplish the goals you set for each of your key roles, 
breaking them down into smaller steps as needed. Give these tasks top priority. a 
Then, make it happen! 


© PREMIE. 
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‘Discover... your strengths 


WHAT DIRECTION IS YOUR COMPASS POINTING? 


Do you know where you want to go? Do you know what you want to achieve? 
The best place to start is with a clear picture of who you are. 


Have you ever asked yourself, 


What makes me the individual that | am? 


: What makes me tick? 





Adaptable 






Creative 


Wy these o on nfor size. 1a am: (Circe all of the words that best describe you, or add your own.) 





Generous 


: . Organized Motivated 
2 Trustworthy : .: Reliable Thrifty Ateam player — 
0 A self-starte : - Athletic oe Cheerful Persistent 
oS o “Sincere : Considerate Friendly 
: Rational oS : Energetic _ Artistic Spontaneous 
= Conscientious : — Thoughtful _ Compassionate Flexible 
“Spiritual ae s Intellectual — Responsible Committed 
Attentive - Organized A leader Analytical 
ae Content : : Easy-going | , : Sensitive Fair 
Enterprising Honest — ~ Practical Respectful 
Punctual — : ‘Decisive Enthusiastic Caring 
Talkative | Patient : Fun-loving Positive 
et 


Did you learn anything new? Notice any patterns? ~ 


To build upon your strengths and improve your weaknesses: 

e Plan it. Focus on one improvement area per month. Write it in your planner. 

¢ Dream about it. See yourself being the person you hope to be, and doing the things you hope to do. 
¢ Reflect on it. How could your past or your future be different if you improved upon a particular trait? 
¢ Watch people. Pick out the top three traits of people you admire, and learn from them. 


axe) am ante) a=) SSeS go to www.premierplanner.org/compass 
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Discover... your interests 


Think of a time when you were so engaged, doing something that you loved so much, 
that you lost all track of time. | 


What were you doing? How did you feel? Now, with this information in mind, 
imagine you've landed your dream career position. 


What are you doing? 
© working with people: 
selling, talking, listening, sharing, teaching, helping 
© working with ideas: 
solving problems, working with formulas or numbers, planning, estimating, writing 


© working with things: : 
building, operating, assembling, fixing a | 


Would you rather be working: 
© outside 
© inside 
How important are the following to you? 
¢ flexibility 
¢ freedom/self-direction 
° advancement opportunities 
° travel 
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- Discover. .. your leadership abilities 


- Some people are born leaders, and others have strengths in different areas. However, 


leadership is something that you can learn—and there's more than one type of effective leader. 


How would you describe your leadership abilities? 


@ © eeeee 


Check all that describe you: 

I take responsibility, avoid blame, and have a can-do spirit. 

| have vision, take in all angles before making a decision, and develop plans of action. 
| know what is most important, and | prioritize. 

| look out for everyone's interests. 


| listen and understand people and know where they're coming from before sharing my 
thoughts. 


| respect the differences of every problem and person and look to achieve the best results 
everytime. 


I take care of myself and live a balanced life. @ 
What could you do to develop your leadership abilities? 
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Remember, you are in charge of your life and learning. It's up to you to decide what kind of person 
you want to be and what kind of skills you'll need to develop. a ee 


SIZE IT ALL UP 


Review your answers from the last few pages. 
2) Did you notice any trends? 
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Are there one or two things that you can do to reach your goals? What steps could you take over. | : 
the next week/month/year toward better developing the person you want to be? 


Write them down. 
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~ MY PLAN.. 


For the week: 





Now, transfer these thoughts into goals that you can write into your agenda. 


Discover, plan and act... and soon it'll be yours. Map it out. 


Your advisor, on-campus career or counseling center are great resources to help you make it happen. 
Check them out! 


es For more formation go to www.premierplanner.org/compass . 
PREMIER™ 
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Discover... What Matters Most® 


In the peaks and valleys of life’s journey, if everything else falls short, your values are your 
fail-safe anchors. The trail to your career of choice, where you're going to be most happy, is 
marked with your top values, those things that are really important to you. Use your strengths, 
skills, interests, and abilities as coordinates to keep you focused on what you do with your time 
and energy. 


‘What do you value most in your life? 





Circle the values that speak to you, or add your own. — | 
Creativity Love : Prosperity _—*Family i _ ‘Fait 
Integrity Security Respect Freedom ce Hu 





Knowledge ———*Health = Honesty Friends 
Learning = =———Growth Education ——Interaction ssion 
Trust ek Pe a. a S ee 


ox) What matters most in your life? - 


caubeveubedacceavedecsccaactlipuedenccouvvessvecdsodpevwasetsdodaspoaucapblasevalunaniesvccasgreneapablassiess fis oeauapsdsiecusisindenvaiindieaedersocarascuctadenegucbbiiscantensaesuanenasauncvacrnsrasionnensitunvdssadnistaasanchauesscaresagnen nipchaeasied ena asahetParhesnnra 















_ Are your priorities in place? Do you regularly plan time in 
your schedule to take care of the things you value most? 


sae 
aN 





Consider writing a reminder to yourself on the weekly 





pages of your agenda. 


Your values can change over time, 
but your commitment to follow your heart. 
and do the right thing should not. 
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DISCOVERING WHAT MATTERS MOST° STARTS WITH... YOU! 


_ Spend some time thinking about your roles, values and priorities by 
answering the following: 
In your life you probably act in several roles. Your key roles might include student, friend, 


son/daughter, etc. Below, list your key roles along with what you would like to accomplish 
through these roles. 


Key Roles Desired Results 


Core values are those things that you value most; those that you hold near and dear to your 
heart. Do you know what your core values are? The following might help you determine your 
__ top priorities in life. 


What qualities do I value in others? @ 


| SAA ea enue nunc enemas nes eersnerarensnastneyassnsaserecrerrnsnessenstacternsthsnerutnssurn seus net ereenas hens tase escsnsrreertebhste ses ens bane eastesscnapesinnnstesurasnparsesssnerasaveysenssrenserosrevasnesterasensnseasernasserusnerseeearcustssasvartassenarsunysnessracsces 


If resources like time and money weren't a consideration, what would be my highest 
priorities in life? . 
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Discover... your personal mission 


What is your mission in life? Now, that’s quite a question! If you can identify your mission—a plan 
that defines your personal sense of purpose and meaning in life, who you are and who you want to 
be—you are far more likely to accomplish what you set out to do. Writing your personal mission 
statement allows you to express your life’s purpose. With your mission statement in mind, the things 
you accomplish will have more meaning because they'll be connected to the big picture you have 

for your life. 


What is your personal mission statement? 
Complete these phrases to help you get started: 


My greatest moments of happiness and fulfillment are: 


ceca eet etocccdecentepsspessnsasceeseuscsnesenaseasstauctrenanauseveedacseverestnapecnchtenvederratebecssdvcucsverssentrarehestasteservsatsascnsucsusnsacessesareruseduvasiinnensucsuscsaplenvmivnsvascscusnssvenvscsndusabasvetvinvevunsscaueuundcevgadesrevns nravtsos date taaren 


sesasvessnesyenseyesarnravcusersssceenrustarartererssrseasesenssrentescapeuarsasnessreravayenernenssneserssabeerceessasneeerbeatsntsisnasnrnastrdebesserneeneurserewsenaccesiragsedscsnsvesssessbraseurevasressuresnuetttvioayevsveesdtravtysarantectuecstursenestaceessteseren 
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Once you've given some thought to these questions, you're 
well on your way to developing a powerful personal mission 
statement. To help you get started on your personal mission 
statement, or to take it a step further, go to 
www.premierplanner.org/compass 
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Plan... What Matters Most” 


THE TIME MATRIX® 
Do | spend my time on the things that are most important to me? 


How often do | feel pulled between the things | want to do and 


those | have to do? 


The Time Matrix example below helps explain how day-to-day activities can be defined in 
terms of importance and urgency. 

Important activities are based on your core values; they help you achieve your goals, and 
contribute toward your mission. They may be urgent or not. Urgent activities are tasks that 
call for your immediate attention. They may be important or not. 


You can make the most of your time this way: A 
e Make a list of things you need and want to do. Plan your daily and weekly activities. 
e Spend your time accomplishing the Q-2 tasks, then work on Q-1. 


e Don't be ruled by urgency. You can often prevent tasks from becoming a Category Q-1 
by completing them while they're still in Q-2. Try not to let any nagging Q-3’s distract you. 
Be proactive! 





IMPORTAN 
NOT URGENT 


- Date with friend — 


- Essay due in | 
: 30 days _ 


: Call home 

















Exam tomorrow 
Pay bills today 
Project due today 







Roommate 


becomes ill _ Exercise © 


T IMPORTANT NOT IMPORTANT 
URGENT NOT URGENT 


Procrastination 













Ringing phone 


the phone 


i 






Too much TV 
Unnecessary work : 
9 = Excessive web 
Ss Trivial questions surfing 
: Interruptions Too much time on 
2 X r 
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Plan... SMART goals 
What's most important to you? 


Goals help you focus your efforts and break down your 
big picture dreams into specific, achievable tasks. 


Goals can help you make your dreams come true... 
just remember to keep them SMART. 


S : | SPECIFIC \. Specific goals state clearly and concisely what you want to accomplish. 


t 


WJy-_ MEASURABLE Measurable goals state what you want and when you want it. 
They enable you to measure your progress at any point along the way. 


fy [ACTION-ORIENTED Action-oriented goals state how they will be achieved. 


_ They specify what you will do to reach your goal. 


ia @-ReEatistic\. Realistic goals are possible. They are attainable, considering the 


resources and constraints relative to your situation. 


a Timely goals have a specific deadline. They allow reasonable time to 


) achieve them, but not so much time that you lose focus or motivation. 


, 


Put your life mission in motion. Set some goals! 
SMART goals | can set this week are: 


i eae eae a SE SRE LP ss SOAS GERM Rb ane saseb i cl Sys Vin fase nc paaa del abst s2apanuesae=asnthdvasasekery save vecenchreracan Gove) ay ebceves cous tasaevescaXsveccdctscasteucavavincaVeyensekvs acess cvdcvsvayuncovenvapuawoneusatesuneve 
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To learn more about setting SMART goals, go online. 





“A goal is a dream with a deadline.” Anonymous a “hire 
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Plan... long-range goals | 


Long-range goals are the basic basics of planning. They are the concrete expression of your — 
values and mission in your daily actions. Long-range goals can be personal, academic or work- 
related. Whatever they are, setting goals can help you achieve them. : 
When setting your long-range goals: 

e Use the monthly planning pages to record your goals. — 

e Make sure you set SMART goals. 


Make it easy on yourself! 

Break down your goals into small, intermediate tasks and work toward them one step at a time: 
e List and prioritize the intermediate steps required to complete the goals. ae 
e Assign a timeline to each step. 


e Schedule individual tasks associated with each step on the monthly and weekly pages of your 
planner. : 


WEEKLY PLANNING 


Ready to achieve your goals? Start planning ... 


Use your weekly planning pages to record your weekly goals. Do it right at the beginning of the 
week. This will help you stay focused and accomplish your most important tasks. Make the 
weekly planning process your ... 





é 


Habit for Success: 


e Review your values, roles, and mission. 
These determine What Matters Most®! 


e Evaluate last week's choices. Were they 
in line with your values and priorities? 


e Check your monthly pages and review 
your long-range goals. 


e Schedule your weekly goals. 
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Act... upon What Matters 


Dreams are now goals. Goals are now plans. 
‘Make them happen! 


DAILY PLANNING 


Daily planning allows you to prioritize your daily tasks and stay focused. 


Follow these steps to plan your day: 
* Review the previous day for any unfinished activities. 
¢ List your things to do for today. Be realistic! 
¢ Prioritize your tasks. 
e Number each task to determine the order in which they will be completed. 
* Act upon your plan! 
. ’ 
“Never put off till tomorrow that which you can do today.” 
BENJAMIN FRANKLIN 


Interested in learning more about prioritizing and beating procrastination? 





Go online. 


paki 


__ For more information, go to www.premierplanner.org/compass | 
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Successful study strategies 


PREPARING FOR CLASS 


° Do the assigned reading well in advance. 


° Before class, take a few minutes to refresh your knowledge 
and review your notes from the previous class. 


READING TEXTBOOKS 


° Begin by thinking about what you're going to read. 

° Survey the text for headings, key words, or summaries. 

¢ Estimate the amount of time needed to read the entire section. 
¢ Plan to read a specific number of pages in a limited time period. 
¢ Underline key ideas and write notes during your actual reading. 
* Don't be afraid to write notes or draw arrows directly in your textbook. 
* Recite the material to yourself; know what you have read. 





TAKING AND USING NOTES 


* Be an active listener. 

* Don't write down everything. 

* Listen for and record main ideas and supporting facts. 

° Leave sufficient white space to allow you to add notes later on. 

* After class, quickly review your notes. 

¢ Highlight important facts. 

* Recite your notes to yourself, or teach the material to a friend. re 
¢ Apply what you’re learning as soon as possible. 
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Test-taking skills 


STUDYING FOR AN EXAM 


e Ask your instructor what type of test it will 
be (essay, multiple choice). 


e Study regularly throughout the course. 


¢ Set up a study schedule and review all 
materials well before the test. 


° Write out likely questions and answer them. 


¢ Form a study group, discuss views, and quiz 
your partners. 


¢ Get enough rest the night before the exam. 


TAKING A MULTIPLE 
CHOICE TEST 


e Make sure you understand each question. 


¢ Before looking at the possible answers, 
form an answer in your mind. 


¢ Read each possible answer carefully 
before making a choice. 


¢ Watch for words such as always, never, 
only, or except. 


¢ Don't change your initial answer unless 
you're absolutely certain it’s wrong. 


TAKING AN ESSAY EXAM 












¢ Survey the entire exam and note the questions that are easy for you. 

¢ Answer easier questions first to build your confidence. 

¢ Read questions several times to ensure you understand what is being asked. 
¢ Underline key words such as analyze, discuss, define, or describe. 

¢ Take a few moments to brainstorm and create a rough outline. 

¢ Support each major idea with specific examples and detailed information. 

e Remember to begin each answer with an introduction. 


¢ Conclude by briefly summing up your answer. 


For more information, go to www.premier 
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Career preparation 


Many people pursue education with the desire to develop their skills for a future 
career. Education alone, however, won't get you a job. 


The more you do to round out your educational experience, the better shot you'll have at that . 
dream job. Success doesn't happen by itself. Make a plan! . 


¢ Assess your interests and skills. 

¢ Learn about and explore possibilities. 

¢ Research a variety of career paths. 

¢ Prepare your job hunting tools. 

° Keep track of your best work in a portfolio. 





DEVELOP A COVER LETTER 


Your cover letter is the first contact you'll have with a potential employer or supervisor. It should. 
be addressed to a specific person and attached to your resume. 


* State the job you are interested in and how you learned of the position. 
¢ Describe how your education, skills and experience would be an asset. 
¢ Ask for an interview. 

¢ Note that your resume is attached. 





RAMP UP YOUR RESUME é 


Your resume is a snapshot of the professional you, a calling card to get you into an interview. 
Put your best foot forward. 

Make sure your resume: 

¢ Is truthful. Not only is lying a bad idea, it is the quickest way to lose a job. 

° Is clear. Use easily readable fonts, and keep it to one to two pages. 

_ © Highlights your personal strengths, those that fit the requirements of the job. 


¢ Stands out, professionally speaking, in a stack. Try heavier stock, nice linen paper or a slightly 
different color hue (stay with the standard size). 


¢ Has clear sections that are easy to scan, and tells enough about you to gain interest. 





a Dress professionally. 
sae Be confident and courteous. 
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THE PREMIER GUIDE TO PERSONAL SUCCESS an 





INTERVIEW TIPS 
Once you get in the door, it’s time to let yourself shine and show them why 
you are the right match for their company and the job. 








* Smile and offer a firm handshake. 

__ ©Keep an open posture...sit up, shoulders back, arms open and relaxed. 
_* Look them in the eye. 

i Speak clearly and to the point. 

listen. | 

ae Clarify questions. 


© Steer clear of questions on Saag. benefits, and time off. 


 e Ask when they will be making their decision about the position. 





7° Portray quiet confidence and a professional attitude. 


- e Write down the interviewer's name(s), title(s), and address so you can 
send a thank-you note and follow up with them directly. 
CRITICAL SKILLS FOR LIFE AND WORK 
THE TOP TEN 

1. Analytical thinking 

2. Researching 

3. Organizing 

4. Speaking 
5. Writing 

6. Teamwork 

7. Mathematical and scientific reasoning 

8. Personal integrity 

et Technology skills 
10. Career planning 





For more tips or help with your resume, visit your 
on-campus advisor, career or counseling center. 
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llege Planning Guide 


(What aTivebcohecsveltcerehaney ace tom matsyye keg 





The answer to this question depends on you. What kind of career do you 
want? Some careers will require a formal college or university education. 
Others will require a mix of vocational training and an apprenticeship 
program. 


Don't neglect opportunities to expand your education. For example, if you 
plan to get an Arts degree in college, take vocational courses now on 
computers. 


Also, remember that working can be learning. For example, if you want 

to be a teacher, volunteer as a teacher's aide. Not only will it stand out on 
your resume, it will give you valuable experience that will make your 
education and your future job easier. Use your jobs to “test drive” a career. 





Row can | pay for my education? 





Education can be expensive. But believe this: you can afford it - somehow. % 


How much have you saved, and how much can you earn with a part-time 
job? Can your parents help you out? 


Check out grants and scholarships. You may fit the criteria for 
someone's financial aid. Your guidance department 

and college financial aid office also have 
information to help you. Check 

them out. 
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Here’s a sample timetable 
to help you plan. 


Don’t worry if you're in the 
higher grades but haven’t 
completed all the steps. 


Take care of the ones you’ve 
missed as soon as possible, 
and get to work on the 
next few. 


Each item is a step in the 
right direction: the direction 
of your education and 
career SUCCESS. 
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Ninth Grade 

e talk to friends and family about careers that interest you 
® examine your strengths and weaknesses 

e talk to a career counselor about careers and courses 

e take an aptitude test 

¢ match your aptitude test to various careers 

e talk to people who work in careers that interest you 


e start a career portfolio (best essays, samples of your 
work, etc.) 


Tenth Grade 

e take another aptitude test. Has anything changed? 

¢ plan what courses you'll be taking in grades 11-12 

e attend career fairs and college introduction programs 


e if you wish, take the PSAT and some of the SAT II Subject 
Tests 


e start developing some general career goals 
Eleventh Grade 
¢ continue to attend career fairs and information programs 


e write a resume 


e if you need/want a part-time job, try to find something that 


relates to your career interests 
e volunteer for work that relates to your career interests 
e take the SAT and other college entrance exams 
e try to focus your career goals a little more closely 
¢ update your career portfolio 
e visit colleges that interest you 
Twelfth Grade 


take college entrance tests if you haven't done so already 
(SAT |, Il, ACT, etc.) 


e choose which colleges to apply to 
* update your resume 


* apply for financial aid, scholarships 
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(Now figure out how you'll pay for it all... 





Financial plan 





Income Annual Monthly 


Earnings 








Student loans 








Scholarships 


Savings 











Help from parents 























ANTICIPATED EXPENSES - annual 

Housing General School 
Rent /board Food Ake te Tuition 
Insurance Clothing ees roe Books 
Utilities Personal Supplies 

Health Care 
Phone Transportation 

Recreation 


Charity 














Subtotals 


Total 


Total monthly expenses (divide by twelve) 





Subtract monthly expenses from monthly income... 


Financial Goals: Approx. cost Date to be achieved 








Decided you can’t afford higher education? DON’T! 


Talk to your schoo! counselor about financial aid. 
Note the application deadlines in your agenda. 
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Final exams, admission tests, and entrance essays 


some tips for the trip... 





) GED 


For both final exams and admission tests, consider the following: 
¢ know what to expect 

¢ be prepared 

e relax 


¢ do your best 


Admission tests 


Before you take any admission test, contact the colleges you're interested in and ask which, if 
any, you need. Also, talk to your school counselor. Ask for copies of similar tests, hints on how to 
Study, and any other help you need. 


For more information on the tests themselves, contact the organizations that produce them. Here 
are the two main testing organizations in the U.S.A. In Canada, consult your counselor to see 
which tests (if any) are recommended. 


ACT (319) 337-1000 - www.act.org 
SAT (212) 713-8000 - www.collegeboard.com 


For more tips on studying and test-taking, check the Study Guide section near the front of this 
agenda. 


Entrance essays 


2 


The entrance essay that many students must write before being accepted into a school is often a 
source of stress. These tips should help: 


e find a topic that allows you to show who you are 

* be specific 

e focus your essays: don’t write your life story 

* describe why you are responsible, hard working, etc., don’t just say you are 
check your essay for any errors (especially spelling and grammar) 

° ask a friend, parent, or teacher to check your essay 


¢ stop procrastinating and just write it! 


Final note: Life is going to change 
College life awaits. Sound like fun? It should be! 


But make no mistake: while college should be enjoyable, it will also require much more personal 
responsibility than high school. Planning and organization will help get you where you're going. 


ri 
$7 
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So start now! 
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accept 
except 
advice (n) 
advise (v) 
affect (v) 
effect (n/v) 
allowed 
aloud 
already 
all ready 
altar 
alter 
allusion 
illusion 
are (v) 
our 

bare 

bear 
beside 
besides 
breath (n) 
breathe (v) 
capital 
capitol 
coarse 
course 
compare 
contrast 


complement 
compliment 


conscience 
conscious 
council 
counsel 
decease 
disease 
definite 
definitive 
desert 
dessert 


to receive or take willingly 

to omit, exclude; not including 

a suggestion or recommendation 

to offer advice to; counsel 

to influence or produce an effect on 
result of something 

permitted 

audible, loudly 

previously; by this time 

everything is ready 

platform in house of worship 

change or amend 

an indirect reference to something 
fantasy that may be confused with reality 
present indicative of verb “to be” 
possessive modifier before noun 

to expose 

to hold up, support; give birth; Ig. mammal 
next to; at the side of 

in addition; also 

air inhaled or exhaled in respiration 

to inhale and exhale air 

city where government is located; money 
building where U.S. Congress meets 
rough or crude 

series of acts or events; division of a meal 
examine for similarities 

examine for differences 

to make complete 

praise or favorable remark 

source of moral or ethical judgment 
awareness of thought, will, sensation 

a legislative body 

giving consultation, advice or guidance 
death 

illness 

indisputable, certain 

final, complete, thorough 

to leave empty or alone; arid region 
sweet refreshment eaten after a meal 


disinterested free of bias and self-interest; impartial 
uninterested without an interest 


elicit (v) 
illicit 
eligible 
illegible 
emigrate 
immigrate 
ensure 
insure 
farther 
further 
foregoing 
forgoing 
formally 
formerly 
hanged 
hung 
idle 

idol 


to bring or draw out; to arrive at by logic 
unlawful 

qualified or entitled to be chosen 

not legible or decipherable 

to leave one country to settle in another 
to come to live in a new country 

To make sure, certain, or secure 

To provide or arrange insurance for 
more distant than another 

to advance; additional 

to precede, as in time or place 
abstaining from, relinquishing 

in a formal manner 

previously 

executed 

other uses of the verb “to hang” 

not employed or busy 

object of worship 


© PREMIER” 


i.e. 

e.g. 
imply 
infer 

it’s 

its 

lead 

led 

less 
fewer 
loose 
lose 
maybe 
may be 
meter 
metre 
moral 
morale 
new 
knew 
passed 
past 
peace 
piece 
personal 
personnel 
precede 
proceed 
principal 


principle (n) 


re-cover 
recover 
shear 
sheer 

site 

cite 
stationary 
stationery 
their 
there 
they’re 
than 
then 
through 
threw 
thorough 
to 

too 

two 

waist 
waste (n) 
weather 
whether 
were 
we're 
where 
who's 
whose 
your 
you're 


id est, means “that is” or “in other words” 
exempli gratia, means “for example” 

to hint or express indirectly (speaker) 

to conclude from evidence (hearer) 

short form of “it is” or “it has” 

shows ownership or possession 

metal; present tense of “to lead”; clue 
past tense of “to lead” 

smaller in amount 

smaller in number 

not tight 

to be defeated or to no longer have 
possibly, perhaps 

two words, as in “it may be...” 
measuring machine (gas, electric, parking) 
measure of distance; verse rhythm 

right, virtuous, lesson from a story 

mental state of confidence 

opposite of “old” 

past tense of “know” 

past tense of pass 

history; gone by; moved beyond; previous 
the absence of war; state of calm, serenity 
a portion or part of a whole 

individual, private 

employees or staff 

to come before 

to go forward 

head of a school 

important fact or law; primary source 

to cover again 

to regain health; regain possession of 

to remove by cutting or clipping 

to swerve; transparent; steep; absolute 

a place or location 

to mention or bring forward as support 
standing still 

writing materials 

form of “their” that shows ownership 
describes where something is 

short form of “they are” 

in comparison with 

next in order; at that time 

end to end; by way of 

past tense of “throw” 

exhaustive; complete; accurate and careful 
in the direction of 

also or to a greater degree 

number 


~ part of body 


rubbish; barren land 

conditions outdoors; to endure 

if 

past tense of “to be” 

contraction of “we are” 

at or in what place 

contraction of “who is” 

person to whom something belongs 
belonging to you 

contraction of “you are” 





JANUARY 




















AUGUST 





OCTOBER 
NOVEMBER 








JANUARY 
FEBRUARY 











AUGUST 





OCTOBER 
NOVEMBER 








JANUARY 
FEBRUARY 


JUNE 





AUGUST 


DECEMBER SEPTEMBER 


OCTOBER 
NOVEMBER 








it PREMIER’ 





